T p———

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030030-6

Supply end Audit Persommsel 8 May 1850

25X1 Aoting Chiefs, L __ J]and Audit Group

Inventory of Supply Account No. 2

1. & physical invenmtory will be conduoted of all items
sharged to Supply Account Nos 2 effaotive 11 May 1950. The following
procedure will be adhered to:

as Eagh ftem will be counted by an inventory team
consisting of one Supply representative and one
Audibore

! bs Separate inventory counts will be made for aach
' item, first by the Supply representative and
secondly by the Auditor. All boxes and psokages
will be opened necessary to verify identity and
gquentity of items.

te Quantity and stock number of ecaoh ltam will be
recorded on an "Inventory Slip" whieh will be
initialled by both members of the inventory
tesm end atteched to the item concerned. The
iooation of the items inventoried will, in
sddition to the above, be reflevted on the
"Inventory 51ip", e.g., Warehouse, stosk room,
4th Floor, sto.

d. Inventory slips will be tallied and recorded
on an inventory sheet by & member of the
Audit Group. Spot cheslks will also be made
by this individual to verify tho acouracy of
the quantidy indicated on the "Inventory
S1lip"e

2. The only issues to be made from Supply Aacount No. 2
during the inventory will be of en emsrgenoy nabture. Responaibility
for this assigment is delegated to muf Requisition oKX TA9A
regeived will be aarefully soreened, and items not Justified for
emergenoy issues will be delsted therefrom. Quantities of any items
jesuad will be sntered on the "Inventory Siip® ooncerned, indloating
voucher musber, date of issus, and initiels of isauing individusl.
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3. DYNalanoes reflested on the Supply Resord Cards, whicvh
are in agreement with the inventory balances, will, for reconeiliation
purposes, bo oonsidered to be correst, and an sudit of the oard will
not be oondusted prior to the submission of the Report of Inventory
Adjustmente Supply Reoord Cards for whioch balanoces do not agree wlth
the inventory balances will be audited in detail prior to the sub=
mission of the Report of Inventory Adjustment.

4« An-audit of all vouchers, up to and including the
established “"out of f" vousher, will bo condusted subsequent to the
resoncilistion and sulmission of the Report of Inventory Adjustment
o verify the correctnoss of all balanoes indionted on the Supply
Regord Card. '
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